BWAREMZ LR

VACANCY ANNOUNCEMENT

LRES . FLCY-37-16L
Announcement No.

HEEHREA:

Closing Date 9Jun 16
#178:

Date of Issue 20 May 16

114, &, 455 Job title, Job No., & Basic Wage Table (BWT):

General Supply Specialist, #378
(— MR ¥ A T 2R PR

Bi1Z%EHk B REN#R Target Grade & Language Proficiency Level (LPL):
%k Grade-5, EEFRE Nk LPL-2

FATRERE LVFRFEFBE ) Acceptable Trainee level:
% #k Grade-4, EEFREH#K LPL-2

SEAH
No. of
Recruitment

14

X E=HREWT-1) [ HEERBWT-2)

Administrative Blue Collar Trade  Security

(] B&EHRBWT-3) [ EERBWT-56)
Medical

4. 5L EE & F Area of Consideration
I. X 3R MLC/IHA it % & (EBRBX )

Current MLC/IHA Employee within Activity

Il. X1 3] MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

. X BMLCIHARREB(2ERAXE)
Current MLC/IHA Employee Japan Wide

IV. [X] 4+&B Off Base Applicant

2. EREX Activity

NAVSUP Fleet Logistics Center Yokosuka

Industrial Support Department, Requirement Division
Customer Support Branch (Code 502.1)

ENFEIB AR Working Place: 178 ;BT Tomari-cho, Yokosuka-shi

3. BhFERE R work Schedule (1B__40  FEREHI hraw)

£ 8 Work Days: Monday thru Friday

&1 7SR - /KER Work Hours/Recess Period: 0800-1645/1200-1245

L] % &) Night Shift X 7% Overtime X] Hi3k Business Travel

5. R DTELE Type of Employment
X MLC
] IHA
(X % R Permanent
L] BRE Limited Term (__» A Months)

O HPT

6.BEFEMZE Duties
See attached task

BRI BIERIR  Outstanding Working Condition, if any.

list.

7.EBEH  BHEHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

HIBICRENEBFREABLUANIVICHET SREOELENIDEERYET,

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion of

4-year college/university in a related field.

b. Knowledge of supply and purchase work procedures using automated logistics systems.
c. Knowledge of material items for ship repair work and their uses including specialized or unique repair parts and equipment

requiring expedited handling and shipment.

d. Skill in operating a personal computer, including productivity applications such as Microsoft Word, Excel and Access.
e. Ability to manage supply items by coordinating the order/delivery of material to customers and monitoring/tracking delivery

schedules.

f. Ability to research, analyze and determine supply methods considering timeliness and pricing efficiencies.

* An applicant who does not fully meet the qualification requirements stated above may be hired at grade 1-4 level as below.
1-4: a. One year of clerical, technical or administrative work experience in any field, OR completion of 4-year college/university in

any field.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.




8429 % ¥ M Application and Associated Documents

*[X] 22 & i B8 AR Application for Vacancy Announcement
*X| B PR 75 $EFEE Resume of Specialized Work Experience
*MEEAlL Complete * in [] BAEE T Japanese X #EET English [] &% 5 T4 Either
X REBENEBRBETHHEL TLSAIK. [HEICET2ERMRK]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
FEREKFLUTOURLEYADO—RKRTEET, Theabove forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN Forms.html
(] 5B#xse 3D E L Copy of Driver's License
(116 TEE/3sEBAZ D E L Copy of Certificate
X HEDEENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHIMAIIHEL LTZHFTES,
CRIATEMEE B L ALCPT 3, 7]) ZDHMODEIAE. RURERENICETIEEHEIFAELYET, RELZEESE
E95H L LEMAZEORENVBETY,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X 2AUF A L. EHEEOEEES FfT K& ZE LV RIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BREZLUNDAIL, EBH—F (@@E) RU/SREKE— kO E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

9. EESEIEME Office to Submit

RBLEE EMLCIHARER) LNEEE GEEXRA) TR, REERREANENVEYT, LRVERHYEZSME
ZDENER, BEMRBHLTTEL, HEEMHYBLIE. Office to submit job application documents is different for Current
MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement.

(X% LEEH4ED “SRHAH" AE MLC/IHAKERDADES., NEBIEEE (EEXR) M oDEEEHIIEMNE
BYFEFFTOTIEE TS, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMEHEE (B MLCIHARRRA) RHE CRBEMAREBMBERAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
AT EREBEETAET 1 Bith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R #R/Extension 243-8152

KEEHAREMEMEFMNEBRM 1B, BRANZEELBIBETHROTORCARESERD [EFEGHEREAE] AHRELT
HYET., BEFHIO600HEY., FEROB600BETINHEADICHZHEDIZRHMNTAEETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is installed to the wall
immediately below the JN Vacancy Announcement Bulletin Board (1st fl.) in the office located on the left side of the main gate to the
Yokosuka Navy Base.

2. NERIEEE GEREXA) RHE - Off Base Applicants must submit to:
T238-0011 T238-0011

FHE)ERBETHAIEE 1-6 FEFEEIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(EIRFEEFTEHE S EERBEAEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

BEE—{& Management #1 Section

FEEEH S Phone 046-828-6959
SATEFRE - ABE—SME. 0830-1730 B (HADRAZKR<), ERAFHEOCEMEICIHL5ITEMULVEHLETELY,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of employment.

10. BN For Official Use

SEAEHIRRIEY  Activity POC: FLCY C323 & (DSN) 243-8495/9823
) . - —_— HRO: (rcvd: 5/17) js
PD No.: FLCY-502.1-010 PD is accurate and current. Certified by Activity: kt 5/18 ms 5/18

IEBEEZFHIZLTLWENMEE EBEZDORRIZEY EFH A, Incomplete applications will not be considered.
RESh-REEHEEIHRL LELEA, Submitted applications will not be returned.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

BHECLELINDIERENE (LPL) LRALETREZETIL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL (iBT) CASEC EIKEN

s Paper Based Computer Internet Based JokR
Mﬂ Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600~ 250~ 100~ NA 1st
FeBrDRE ) BT 5
3 —Fluent proficiency 730~ 859 90 ~100 550~599 | 210~ 249 80~99 870~ Pre-1st
Wh X ORENEETD
2 - Average proficiency 550 ~ 729 75~89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 2nd
SEYIIRE I R BT 5
1- E'emff‘tary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
BIRIIRBE 1 B BT D
Pre-1 —Minimal proficiency 350 ~ 399 40~ 64 NA NA NA NA 3rd
(8 1 #4%) e/ NRORES) 2 295
O — No language proficiency
SRR N A IR

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

AUTHORITY:': Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).
ERREFTEE S 10450,9397 ; RU BARE - EAFROREICET 5%# (FR1 5EEEFR+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEM: ANEDLMS, B2, MEORELEAREOEZOXTEENE LT, BARRERERT 54,

FRD ERIETETFER. L LJFETITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: TEMOERICLER., BN TERGENBREZHET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1EHRER: BEANERORRIIEERTT N, EREINBEREZIRE LGN S1EE. TORODFREDHIT. Bh., HDHUEIHER
LEBENBHYET,

Format Rev: 3-8-16




Task List

Is responsible for the customer material requisitioning process. Screens, reviews for completeness and corrects all
customer supply orders prior to entry into the supply system, via the Advanced Industrial Management System
(AIMS), Navy ERP, DOD EMALL (Electronic Mall), and One-Touch computer systems. Is responsible to
complete the procurement documents in accordance with Department of Defense (DOD), Defense Logistics
Agency (DLA), and NAVSUP MILSTRIP/MILSTRP procedures. Prepares Non-standard procurement
documentation for contracting using Standard Procurement System (SPS). Monitors, tracks and expedites the
requisitions to fill required delivery times of the SRF-JRMC workshops and ships Selected Restricted Availability
(SRA) schedule.

Uses extensive knowledge of local material requirements and SRF-JRMC work processes to ensure appropriate
supply support for overhaul, repair, or other production jobs requiring expedited handling. Maintains constant
contact with project team and other maintenance customers to ensure all requirements for critical shortage and other
urgently needed material is immediately sourced and requisitioned. Reviews all Job Material Lists (JML) and
supporting technical reference documents to determine priority supply actions required. Status of actions and
changes in requirements are communicated through correspondence and follow-up to inventory control points,
contracting officers, and other material support organizations, including transportation units.

Actions may deviate from established procedures, such as material support responses to engineering driven
Departure From Specifications (DFS) maintenance actions. Provides supply operations support for the largest
ship’s maintenance and industrial activity in the Seventh Fleet Area of Responsibility (AOR), involving acquisition
and procurement of many specialized or unique repair parts and equipment requiring expedited handling and
shipment. Due to ongoing process improvement initiatives and development of business procedures supporting the
transition to a matrix, project team organizational structure, actions are not standardized. Due to operationally
driven schedule, modification and resultant supply management revision required.

Makes the determination of procurement method by screening the material for purchase, and locating the material
in the supply system via worldwide research, and contacting cognizant item Managers in order to discern if material
will support milestone and key events. Reviews all incoming work packages from Work Package Control (WPC)
and associated material requisition status to conduct an analysis based on the job scheduled release date and
material ESD to determine if the work package can be released. Reviews requisition status from various supply and
maintenance listings and determines appropriate MILSTRIP follow-up action based on production shop schedules
and project milestones. Updates Material Outstanding Listings with most current supply data for briefings with
project team/production shops.

As a member of the Core Project Team, undertakes the role of liaison/coordinator between planning, type desk,
ships, superintendent shop planners, and the project officer & project team manager regarding various supply
matters related to procurement, supply support, logistics, technical support and problem solving in areas of supply
logistics chain.

Initiates credit card purchase actions including compiling data, negotiating the price/final determination of price,
evaluating the quality of the material, shipping arrangement, tracking and ensuring timely delivery based on repair
schedule. Uses the purchase card to procure non-NSN material to assist in expediting the repair of equipment by
immediate purchase and expedient deliveries. Completes monthly Citi Bank reconciliation and ensures that all
purchases are in accordance with NAVSUP Instructions and internal procedures.

Collects, summarizes, prepares, and reviews weekly/monthly status reports on material availability for required
SRF-JRMC shops and ships repair schedules. Updates requisition and contract status within the project Daily
Production Listing and takes action on reported items that are not within correct times, by preparing supply assist
emails, phone calls, and messages. Provides a detailed listing of project related material concerns based on
potential milestone or key event impact for incorporation into the command level weekly progress briefing.

Provides information regarding local availability of material and expected arrival data of due-in to customers.

Performs other related or incidental duties as required.



